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FILING AN ADVERSARY PROCEEDING
(Open an AP Case)

Filing  an adversary proceeding involves entering information
concerning the plaintiff(s) and defendant(s) as well as some basic
statistical information.

NOTE: When filing electronically, the opening of an adversary
proceedings is the ONLY time that the attorney for the filer
MUST be added to the case; and this is done during the
opening process.

* Click Adversary on the CMECF Main Menu Bar.

The Adversary Events screen will appear as shown below.

* Click Open an AP Case.



Open AP r10.06 Page 5.2

The Open Case screen appears as shown below.

NOTE: The Adversary Proceeding Case Number will be assigned upon
completion of the transmission and will appear on the Notice of
Electronic Filing.

The Case Type field is ap (Adversary Proceeding).  It cannot be
changed.

The Date Filed field will always display the current date.  It
cannot be changed.

The Complaint field default is Yes indicating that the adversary
proceeding is based on an original complaint or a removal of a
state court action.

NOTE: If the adversary is the result of a Transfer from another district or a
Reopened or Reinstated action, then the Complaint field should be
changed to No.

* When all fields are correct, click Next.
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The following screen appears prompting for you to enter
the lead bankruptcy case number.

This will link the adversary proceeding to the bankrupty case

* In the Lead Case Number box, type the bankruptcy
case number as shown below.

* Click Next.

The following screen appears.

* Click Next.
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The party search screen appears as shown below.  There are separate search
screens for the plaintiff and defendant.

NOTE: Before you add any party to a case, you should always search
the database to see if that party already exists in the database.

In the “live” database, you may search by Social Security Number,
Tax ID, Last Name or Business Name.
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Search Hints:

/ Enter one field of data for each search.

/ Format Social Security Number or Tax ID Number with

hyphens.

/ Search is case sensitive.  Type Smith - not SMITH or smith.

/ Include punctuation as in O’Brien.

/ Partial name can be entered.

/ Wild cards (*) are not required at the end of search strings.

/ Wild cards may be used before or within search strings, such

as *son or Gr*y.

/ A question mark (?) represents a wild card for one character only.

/ An asterisk (*) is a wild card for any number (or none) characters.

/ If your first search is unsuccessful, try alternate search clues.

* Enter the Plaintiff’s last name or the first few letters of the last name; or, if a business,
enter the first word or significant words of the business name.  The entire business name
resides in the Last/Business name field.  The field size is 200 characters.

* Click Search.

* If there are matches, proceed to next page.

* If there are no matches, the screen states No person found.
Proceed to Page 5.7.
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IF THERE ARE MATCHES,

the following screen will appear listing the matches.

* If one of the names is the correct party, highlight the appropriate
name.

* Press Select name from list.

The Party Information screen appears showing the previous
information attributed to that party.
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* Verify the plaintiff’s name and information.

* Proceed to Page 5.8.

IF THERE ARE NO MATCHES,

the following screen appears indicating “No person found.”

After you have tried alternative searches (SSN or Tax ID) and determined that the party
is not in the database, then you can add them.

* Click Create new party.

The party information screen appears as shown below.
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* Enter the plaintiff’s name and information in the appropriate
field(s).

NOTE: In new CM/ECF Version 3.0, the Party Role field has been eliminated from
the case opening party information screens.  Debtor, Joint Debtor,
Petitioning Creditor, Plaintiff and Defendant will appear appropriately on
case opening party screens.

The Party Text field is used for further description of the plaintiff,
such as A Delaware Corporation.  This information will appear on
the caption of the docket report immediately after the party’s
name.

The Role in Bankruptcy Case must be completed with one of the following:
Creditor, Debtor, Other/Not Applicable, Trustee, or U.S. Trustee/Bankruptcy 
Administrator.
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NOTE: In Adversary Proceedings ONLY, you need to add yourself as
attorney of record.

* When you have completed the Plaintiff information, click the
Attorney button at the bottom left of the screen as shown below.

The Attorney Search screen appears as shown below. 

You must now retrieve your record from the database and add
yourself to the case.

* Enter your  Bar ID Number or your Last Name.

* Click Search.

The next screen will display all the matches.

* Highlight your name.

* Click Select name from list.

The Attorney Information screen appears displaying the
information contained in the court’s database.

NOTE: The Attorney record can accommodate only one address for
each entry.  If your firm has more than one address, select the
correct entry.
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Any changes made to this information screen will take effect
for this case ONLY.

* Verify the information.

* Click the Review button and a screen similar to the one below will
appear verifying the information entered.

* Click Add Attorney button.

* Once the attorney has been associated with the plaintiff and the plaintiff has been
submitted, the following screen will appear that will contain an “End plaintiff
selection” button.  At this time either enter another plaintiff or click on the “End
plaintiff selection.”See screen below.

* Clicking on this button will bring up the “Search for a defendant” screen.
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NOTE: From this point, the name is added to the CMECF database
and remains even if you abort this transaction.

The Search for a Defendant screen appears as shown below.

* Enter the Defendant’s last name or the first few letters of the last name; or,
if a business, enter the first word or significant words of the business
name.  The entire business name resides in the Last/Business name field. 
The field size is 200 characters.

* Press Search.

* If there ARE matches, proceed to next page.

* If there are NO matches, the screen states No person found.
Proceed to Page 5.13.
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IF THERE ARE MATCHES,

the following screen will appear listing the matches.

* If one of the names is the correct party, highlight the appropriate
name.

* Click Select name from list.

The Party Information screen appears as shown below showing the
previous information attributed to that party.

* Verify the defendant’s information.

* Proceed to Page 5.14.
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IF THERE ARE NO MATCHES,

the following screen appears indicating “No person found.”

After you have tried alternative searches (SSN or Tax ID) and
determined that the party is not in the database, then you can add
them.

* Click Create new party.

The Party Information screen appears as shown below.

* Enter the defendant’s information in the appropriate field(s).
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NOTE: The attorney for the Defendant is NOT added at this time. 
Defendant’s attorney will be added to the record when an
Answer is filed.

* Click Submit.

The party search screen re-appears.

NOTE: From this point, the name is added to the CMECF database. 
Even if you abort this transaction, the name remains in the
database.

* Since all parties have now been entered, click End Party
Selection.

The Adversary Statistical Information screen appears as shown
below.

Party Code:
Unless an agency of the United States is a plaintiff or defendant in
the case, accept the default US is not a Party.

Nature of Suit:  

NOTE: In CM/ECF Version 3.1, multiple natures of suit may be selected which along
with descriptions, will appear on the docket sheet.  Enter the primary and 
most important nature of suit first.  For example, if the complaint is for both
an objection to discharge and an objection to the dischargeability of a debt, 
enter the (41) objection to discharge as the primary nature of suit.
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You may enter up to five natures of suite.  Also, two-digit number codes have
replaced the three-digit codes.

Origin:
The Origin code defaults to Original Proceeding, meaning that the
origin of this adversary is a complaint.  See the screen below for
the other choices.

Rule 23:
The default for Rule 23 is No.  Only change this default if the
adversary is a Class Action suit.

Jury Demand
The default for Jury Demand is None.  Accept the default or make
the appropriate selection.  

Dollar Demand:
If there is a dollar demand, enter the amount in thousands to the
nearest thousand.  For example, if the dollar demand is anywhere
from $4,550 to 5,499, you should enter 5 for $5,000, leaving off
the three zeros.
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* Verify the information entered on this screen.

* Click Next.

The Select PDF document screen appears as shown below.

You need to locate, preview and associate the correct PDF file
with the docket entry.

* Click the Browse button.

The File Upload screen appears as shown below.

* Click the down arrow to the right of the Files of type field as
shown below.

* In the drop-down box, click on All Files(*.*).

* Locate the appropriate PDF file.

NOTE: Always preview a file before you associate it
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with the docket entry.

* To preview the file, right click the file.

A drop-down menu as shown below will appear.

* Left click Open on the drop-down menu to view the file.

The following screen will flash as Adobe Acrobat Reader opens.

The selected file opens with Adobe Acrobat Reader.
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* Check the file to confirm that it is the correct one.

* Close Acrobat Reader by clicking the X on the (blue) Adobe title
bar.

This will bring you back to the File Upload window as shown
below.

* Double click the PDF file or click the Open button
as indicated in the File Upload window below.

This will associate the file with the entry.

* Click Next.

The Payment Method screen appears as shown below.
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* Enter your method of payment, either leave field blank for (credit
card) or o (other).

The Amount defaults to the amount of the complaint filing fee,
$250.00.  Do not change this amount.

The Modify Text screen appears.
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* If the entry is correct, click Next.

The Docket Text: Final Text screen appears as shown below.

NOTE: Proofread this screen carefully!  This is your last opportunity
to make changes or corrections to the docket entry.

If any part of this entry is incorrect, click the browser’s
“Back” button to return to the screen you need to correct. 
Then complete the process.

To abort or re-start the transaction at any time up until the
final docket text screen, click a hyperlink on the CMECF Main
Menu Bar. 

 If the entry is correct, click Next.
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NOTE: If you properly entered the Bankruptcy Case Number at the
prompt on the prior screen, any judgment entered in the
adversary proceeding will spread to the main bankruptcy case. 
Also, under CM/ECF Version 3.0, the AP case number will
spread to the main bankruptcy case.

The Notice of Electronic Filing screen appears as shown below.

The Notice of Electronic Filing is the verification that the filing
has been sent electronically to the court’s database.  It certifies that
this is now an official court document.

Both the Adversary Proceeding Number and the Bankruptcy Case
Number appear on the Notice of Electronic Filing.  This indicates
that the docket entry for the adversary proceeding has spread to the
bankruptcy case.

The Case Numbers on the Notice are hyperlinks to the docket
sheets.

The Document Numbers are hyperlinks to the pleading.
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NOTE: When the Notice of Electronic Filing is e-mailed to each
registered participant in the case, the following message will
display at the top of the notice:

***NOTE TO PUBLIC USERS***
You may view the filed documents once without charge.  To
avoid later charges, download a copy of each document during
this first viewing.

Further access to the Notice of Electronic Filing is available
through the electronic docket report.

When this option is selected as shown in the screen above, a bullet
appears next to the document number of the event on the docket
report as shown in the screen on the next page.

Clicking on a bullet will display a copy of the Notice of Electronic
Filing.  Attorney users will be presented with a PACER login
screen first.
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To print a copy of the Notice of Electronic Filing, click the Print
button on your browser’s toolbar.

Filers will have access to the Notice of Electronic Filing (their one
free view) at the time of their filing; but subsequent access must be
made through the PACER system at a charge of $.08 a page.


